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SELF-ASSESSMENT 

Improving School Readiness for Head Start Act of 2007   

Sec 641A (g) 

(1) IN GENERAL- Not less frequently than once each program year, with the consultation 
and participation of policy councils and, as applicable, policy committees and, as 
appropriate, other community members, each Head Start agency, and each delegate 
agency, that receives financial assistance under this subchapter shall conduct a 
comprehensive self-assessment of its effectiveness and progress in meeting program 
goals and objectives and in implementing and complying with standards described in 
subsection (a)(1). 

(2) GOALS, REPORTS, AND IMPROVEMENT PLANS- 

(A) GOALS- An agency conducting a self-assessment shall establish agency-determined 
program goals for improving the school readiness of children participating in a program 
under this subchapter, including school readiness goals that are aligned with the Head 
Start Child Outcomes Framework, State early learning standards as appropriate, and 
requirements and expectations of the schools the children will be attending. 

(B) IMPROVEMENT PLAN- The agency shall develop, and submit to the Secretary a 
report containing, an improvement plan approved by the governing body of the agency 
to strengthen any areas identified in the self-assessment as weaknesses or in need of 
improvement. 

Head Start Program Performance Standards 

 45 CFR 1304.51 (i) Program self-assessment and monitoring 

(1) At least once each program year, with the consultation and participation of the 
policy groups and, as appropriate, other community members, grantee and delegate 
agencies must conduct a self-assessment of their effectiveness and progress in meeting 
program goals and objectives and in implementing Federal regulations. 

(2) Grantees must establish and implement procedures for the ongoing monitoring of 
their own Early Head Start and Head Start operations, as well as those of each of their 
delegate agencies, to ensure that these operations effectively implement Federal 
regulations. 
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(3) Grantees must inform delegate agency governing bodies of any deficiencies in 
delegate agency operations identified in the monitoring review and must help them 
develop plans, including timetables, for addressing identified problems. 
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ONGOING MONITORING  

Improving School Readiness for Head Start Act of 2007  

Sec 641A (g)(3) 

(3) ONGOING MONITORING- Each Head Start agency (including each Early Head Start 
agency) and each delegate agency shall establish and implement procedures for the 
ongoing monitoring of their respective programs, to ensure that the operations of the 
programs work toward meeting program goals and objectives and standards described 
in subsection (a)(1). 

 

Head Start Program Performance Standards  

45 CFR 1304.51 (i) Program self-assessment and monitoring 

(2) Grantees must establish and implement procedures for the ongoing monitoring of 
their own Early Head Start and Head Start operations, as well as those of each of their 
delegate agencies, to ensure that these operations effectively implement Federal 
regulations. 

(3) Grantees must inform delegate agency governing bodies of any deficiencies in 
delegate agency operations identified in the monitoring review and must help them 
develop plans, including timetables, for addressing identified problems. 
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PROGRAM GOVERNANCE 

Improving School Readiness for Head Start Act of 2007  

Sec 642 (c) and (d)  

Governing Body Composition Requirements     

(B) COMPOSITION- The governing body shall be composed as follows: 

(i ) Not less than 1 member shall have a background and expertise in fiscal management 
or accounting. 

(ii) Not less than 1 member shall have a background and expertise in early childhood 
education and development. 

(iii) Not less than 1 member shall be a licensed attorney familiar with issues that come 
before the governing body. 

  (iv) Additional members shall— 

(I) reflect the community to be served and include parents of children who are 
currently, or were formerly, enrolled in Head Start programs; and 

(II)    are selected for their expertise in education, business administration,     
community affairs 

(v) Exceptions shall be made to the requirements of clauses (i) through (iv) for members 
of a governing body when those members oversee a public entity and are selected to 
their positions with the public entity by public election or political appointment. 

 
(vi) If a person described in clause (i), (ii), or (iii) is not available to serve as a member of 
the governing body, the governing body shall use a consultant, or another individual 
with relevant expertise, with the qualifications described in that clause, who shall work 
directly with the governing body. 

  

(E) RESPONSIBILITIES- The governing body shall – 

(i) have legal and fiscal responsibility or administering and overseeing programs under 
this subchapter, including the safeguarding of federal funds; 

(ii) adopt practices that assure active, independent, and informed governance of the 
Head Start agency, including practices consistent with subsection (d)(1), and fully 
participate in the development, planning and evaluation of the Head Start programs 
involved; 

  Head Start A to Z: Leadership, Systems, and Services 
Page 5 

 
  



 

(iii) be responsible for ensuring compliance with Federal laws(including regulations) and 
applicable state, tribal and local laws (including regulations); and 

 (iv) be responsible for other activities, including- 

(l) selecting delegate agencies and the service areas for such agencies 

(II) establishing procedures and criteria for recruitment, selection, and 
enrollment of children; 

(III) reviewing applications for funding and amendments to applications for 
funding for programs under this subchapter 

(IV) establishing procedures and guidelines for accessing and collecting 
information described in subsection (d)(2); 

(V) reviewing and approving all major policies of the agency, including— 

(aa) the annual self assessment and financial audit; 

(bb) such agency’s progress in carrying out the programmatic and fiscal 
provisions in such agency’s grant application, including implementation 
of corrective actions; and 

(cc) personnel policies of such agencies regarding the hiring, evaluation, 
termination, and compensation of agency employees; 

(VI) developing procedures for how members of the policy council are selected, 
consistent with paragraph(2)(B); 

(VII) approving financial management, accounting, and reporting policies, and 
compliance with laws and regulations related to financial statements, including 
the – 

(aa) approval of all major financial expenditures of the agency; 

(bb) annual approval of the operating budget; 

(cc) selection (except when a financial auditor is assigned by the State 
under State law or is assigned under local law) of independent financial 
auditors who shall report all critical accounting policies and practices to 
the governing body; and 

(dd) monitoring of the agency’s actions to correct any audit findings and 
of other actions necessary to comply with applicable laws (including 
regulations) governing financial statements and accounting practices;  
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(VIII) reviewing results from monitoring conducted under section 641A(c) 
including appropriate follow-up activities; 

(IX) approving personnel policies and procedures, including policies and 
procedures regarding the hiring, evaluation and  compensation, and termination 
of the Executive Director, Head Start Director, Director of Human Resources, 
Chief Fiscal Officer, and any other person in an equivalent position with the 
agency ; 

(X) establishing, adopting, and periodically updating written standards of 
conduct that establish standards and formal procedures for disclosing, 
addressing and resolving- 

(aa) any conflict of interest, and any appearance of conflict of interest, by 
members of the governing body, officers and employees of the Head 
Start agency, and consultants and agents who provide services or furnish 
goods to the Head Start agency; and 

(bb) complaints, including investigations, when appropriate; and 

(XI) to the extent practicable and appropriate at the discretions of the governing 
body, establishing advisory committees to oversee key responsibilities related to 
program governance and improvement of the Head Start program involved. 

(B) COMPOSITION AND SELECTION-  

(i) The policy council shall be elected by the parents of children who are currently 
enrolled in the Head Start program of the Head Start agency. 

(ii) The policy council shall be composed of— 

(I) parents of children who are currently enrolled in the Head Start program of 
the Head Start agency (including any delegate agency), who shall constitute a 
majority of the members of the policy council; and 

(II) members at large of the community served by the Head Start agency 
(including any delegate agency), who may include parents of children who were 
formerly enrolled in the Head Start program of the agency. 

(A) IN GENERAL- 

(A) …each Head Start agency shall have a policy council responsible for the direction of 
the Head Start program, including program design and operation, and long- and short- 
term planning goals and objectives, taking into account annual communitywide strategic 
planning and needs assessment and self assessment. 
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(D) RESPONSIBILITIES- The policy council shall approve and submit to the governing body 
decisions about each of the following activities:  

(i) Activities to support the active involvement of parents in supporting program 
operations, including policies to ensure that the Head Start agency is responsive to 
community and parent needs. 

(ii) Program recruitment, selection, and enrollment priorities. 

(iii) Applications for funding and amendments to applications for funding for programs 
under this subchapter, prior to submission of applications described in this clause. 

(iv) Budget planning for program expenditures, including policies for reimbursement and 
participation in policy council activities..  

(v) Bylaws for the operation of the policy council. 

(vi) Program personnel policies and decisions regarding the employment of program 
staff, consistent with paragraph (1)(E)(iv)(IX), including standards of conduct for 
program staff, contractors, and volunteers and criteria for the employment and 
dismissal of program staff. 

(vii) Developing procedures for how members of the policy council of the Head Start 
agency will be elected. 

(viii) Recommendations on the selection of delegate agencies and the service areas for 
such agencies. 

(2) CONDUCT OF RESPONSIBILITIES- Each Head Start agency shall ensure the sharing of accurate 
and regular information for use by the governing body and policy council, about program 
planning, policies, and Head Start agency operations, including:  

(A) Monthly financial statements, including credit card expenditures; 

(B) Monthly program information summaries; 

(C) Program enrollment reports, including attendance reports for children whose care is 
partially subsidized by another public agency; 

(D) Monthly reports of meals and snacks provided through programs of the Department 
of Agriculture; 

(E) the financial audit; 
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(F) the annual self-assessment, including any findings related to such assessment; 

(G) the communitywide strategic planning and needs assessment of the Head Start 
agency, including any applicable updates; 

(H) communication and guidance from the Secretary; and 

(I) the program information reports. 
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PLANNING 

Head Start Program Performance Standards 

45 CFR 1304.51 Management systems and procedures.  

(a) Program planning. 

(1) Grantee and delegate agencies must develop and implement a systematic, ongoing process 
of program planning that includes consultation with the program's governing body, policy 
groups, and program staff, and with other community organizations that serve Early Head Start 
and Head Start or other low-income families with young children. Program planning must 
include: 

(i) An assessment of community strengths, needs and resources through completion of 
the Community Assessment, in accordance with the requirements of 45 CFR 1305.3; 

(ii) The formulation of both multi-year (long-range) program goals and short-term 
program and financial objectives that address the findings of the Community 
Assessment, are consistent with the philosophy of Early Head Start and Head Start, and 
reflect the findings of the program's annual self- assessment; and 

(iii) The development of written plan(s) for implementing services in each of the 
program areas covered by this part (e.g., Early Childhood Development and Health 
Services, Family and Community Partnerships, and Program Design and Management). 
See the requirements of 45 CFR parts 1305, 1306, and 1308. 

(2) All written plans for implementing services, and the progress in meeting them, must be 
reviewed by the grantee or delegate agency staff and reviewed and approved by the Policy 
Council or Policy Committee at least annually, and must be revised and updated as needed. 
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RECORD-KEEPING AND REPORTING 

Head Start Program Performance Standards  

45 CFR 1304.51 Management Systems and Procedures 

(g) Record-keeping systems. Grantee and delegate agencies must establish and maintain 
efficient and effective record-keeping systems to provide accurate and timely information 
regarding children, families, and staff and must ensure appropriate confidentiality of this 
information. 

(h) Reporting systems. Grantee and delegate agencies must establish and maintain efficient and 
effective reporting systems that: 

(1) Generate periodic reports of financial status and program operations in order to 
control program quality, maintain program accountability, and advise governing bodies, 
policy groups, and staff of program progress; and 

(2) Generate official reports for Federal, State, and local authorities, as required by 
applicable law. 
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COMMUNICATION 

Head Start Program Performance Standards  

45 CFR 1304.51 Management Systems and Procedures 

(b) Communications-general. Grantee and delegate agencies must establish and implement 
systems to ensure that timely and accurate information is provided to parents, policy groups, 
staff, and the general community. 

(c) Communication with families. 

(1) Grantee and delegate agencies must ensure that effective two-way comprehensive 
communications between staff and parents are carried out on a regular basis 
throughout the program year. 

(2) Communication with parents must be carried out in the parents' primary or 
preferred language or through an interpreter, to the extent feasible. 

(d) Communication with governing bodies and policy groups. Grantee and delegate agencies 
must ensure that the following information is provided regularly to their grantee and delegate 
governing bodies and to members of their policy groups: 

(1) Procedures and timetables for program planning; 

(2) Policies, guidelines, and other communications from HHS; 

(3) Program and financial reports; and 

(4) Program plans, policies, procedures, and Early Head Start and Head Start grant 
applications. 

(e) Communication among staff. Grantee and delegate agencies must have mechanisms for 
regular communication among all program staff to facilitate quality outcomes for children and 
families. 

(f) Communication with delegate agencies. Grantees must have a procedure for ensuring that 
delegate agency governing bodies, Policy Committees, and all staff receive all regulations, 
policies, and other pertinent communications in a timely manner. 
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HUMAN RESOURCES  

Head Start Program Performance Standards 

 45 CFR 1304.52 

(a) Organizational structure 
 
(1) Grantee and delegate agencies must establish and maintain an organizational structure that 
supports the accomplishment of program objectives. This structure must address the major 
functions and responsibilities assigned to each staff position and must provide evidence of 
adequate mechanisms for staff supervision and support. 
 
(2) At a minimum, grantee and delegate agencies must ensure that the following program 
management functions are formally assigned to and adopted by staff within the program: 

(i) Program management (the Early Head Start or Head Start director); 
 

(ii) Management of early childhood development and health services, including child 
development and education; child medical, dental, and mental health; child nutrition; 
and, services for children with disabilities; and 

(iii) Management of family and community partnerships, including parent activities. 

(b) Staff qualifications--general. 

(1) Grantee and delegate agencies must ensure that staff and consultants have the 
knowledge, skills, and experience they need to perform their assigned functions 
responsibly. 

(2) In addition, grantee and delegate agencies must ensure that only candidates with 
the qualifications specified in this part and in 45 CFR 1306.21 are hired. 

(3) Current and former Early Head Start and Head Start parents must receive preference 
for employment vacancies for which they are qualified.  

(4) Staff and program consultants must be familiar with the ethnic background and 
heritage of families in the program and must be able to serve and effectively 
communicate, to the extent feasible, with children and families with no or limited 
English proficiency. 

(c) Early Head Start or Head Start director qualifications. The Early Head Start or Head Start 
director must have demonstrated skills and abilities in a management capacity relevant to 
human services program management. 

(d) Qualifications of content area experts. Grantee and delegate agencies must hire staff or 
consultants who meet the qualifications listed below to provide content area expertise and 
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oversight on an ongoing or regularly scheduled basis. Agencies must determine the appropriate 
staffing pattern necessary to provide these functions. 

(1) Education and child development services must be supported by staff or consultants 
with training and experience in areas that include: The theories and principles of child 
growth and development, early childhood education, and family support. In addition, 
staff or consultants must meet the qualifications for classroom teachers, as specified in 
section 648A of the Head Start Act and any subsequent amendments regarding the 
qualifications of teachers. 

  
(2) Health services must be supported by staff or consultants with training and 
experience in public health, nursing, health education, maternal and child health, or 
health administration. In addition, when a health procedure must be performed only by 
a licensed/certified health professional, the agency must assure that the requirement is 
followed. 

(3) Nutrition services must be supported by staff or consultants who are registered 
dietitians or nutritionists. 

(4) Mental health services must be supported by staff or consultants who are licensed or 
certified mental health professionals with experience and expertise in serving young 
children and their families. 

(5) Family and community partnership services must be supported by staff or 
consultants with training and experience in field(s) related to social, human, or family 
services. 

(6) Parent involvement services must be supported by staff or consultants with training, 
experience, and skills in assisting the parents of young children in advocating and 
decision-making for their families. 

(7) Disabilities services must be supported by staff or consultants with training and 
experience in securing and individualizing needed services for children with disabilities. 

(8) Grantee and delegate agencies must secure the regularly scheduled or ongoing 
services of a qualified fiscal officer. 

(e) Home visitor qualifications. Home visitors must have knowledge and experience in child 
development and early childhood education; the principles of child health, safety, and 
nutrition; adult learning principles; and family dynamics. They must be skilled in communicating 
with and motivating people. In addition, they must have knowledge of community resources 
and the skills to link families with appropriate agencies and services. 

(f) Infant and toddler staff qualifications. Early Head Start and Head Start staff working as 
teachers with infants and toddlers must obtain a Child Development Associate (CDA) credential 
for Infant and Toddler Caregivers or an equivalent credential that addresses comparable 
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competencies within one year of the effective date of the final rule or, thereafter, within one 
year of hire as a teacher of infants and toddlers. In addition, infants and toddler teachers must 
have the training and experience necessary to develop consistent, stable, and supportive 
relationships with very young children. The training must develop knowledge of infant and 
toddler development, safety issues in infant and toddler care (e.g., reducing the risk of Sudden 
Infant Death Syndrome), and methods for communicating effectively with infants and toddlers, 
their parents, and other staff members.  

(g) Classroom staffing and home visitors.  

(1) Grantee and delegate agencies must meet the requirements of 45 CFR 1306.20 
regarding classroom staffing. 

(2) When a majority of children speak the same language, at least one classroom staff 
member or home visitor interacting regularly with the children must speak their 
language. 

(3) For center-based programs, the class size requirements specified in 45 CFR 1306.32 
must be maintained through the provision of substitutes when regular classroom staff 
are absent. 

(4) Grantee and delegate agencies must ensure that each teacher working exclusively 
with infants and toddlers has responsibility for no more than four infants and toddlers 
and that no more than eight infants and toddlers are placed in any one group. However, 
if State, Tribal or local regulations specify staff:child ratios and group sizes more 
stringent than this requirement, the State, Tribal or local regulations must apply.  

(5) Staff must supervise the outdoor and indoor play areas in such a way that children's 
safety can be easily monitored and ensured.  

(h) Family child care providers.  

(1) Head Start and Early Head Start grantee and delegate agencies must ensure that 
family child care providers have previous early child care experience and, at a minimum, 
enroll in a Child Development Associate (CDA) program or an Associates or Bachelor's 
degree program in child development or early childhood education within six months of 
beginning service provision. In addition, such grantee and delegate agencies must 
ensure that family child care providers acquire the CDA credential or Associate's or 
Bachelor's degree within two years of February 7, 2008 or, thereafter, within two years 
of beginning service provision.  

(2) Family child care providers who enroll Head Start children must have the knowledge 
and skill necessary to develop consistent, stable, and supportive relationships with 
young children and their families, and sufficient knowledge to implement the Head Start 
Performance Standards and other applicable regulations.  
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(3) Grantee and delegate agencies offering the family child care option must ensure that 
closures of the family child care setting for reasons of emergency are minimized and 
that providers work with parents to establish alternate plans when emergencies do 
occur. Grantees and delegates must also ensure that the family child care home advises 
parents of planned closures due to vacation, routine maintenance, or other reason well 
in advance.  

(4) Substitute staff and assistant providers used in family child care must have necessary 
training and experience to ensure the continuous provision of quality services to 
children.  

(5) At the time of hire, the child development specialist must have, at a minimum, an 
Associate degree in child development or early childhood education.  

(6) Child development specialists must have knowledge and experience in areas that 
include the theories and principles of child growth and development, early childhood 
education (birth to age five), and family support. Child development specialists must 
have previous early childhood experience, familiarity with the Child Development 
Associate (CDA) competency standards and knowledge and understanding of the Head 
Start Program Performance Standards and other applicable regulations. 

(i) Standards of conduct.  

(1) Grantee and delegate agencies must ensure that all staff, consultants, and 
volunteers abide by the program's standards of conduct. These standards must specify 
that:  

(i) They will respect and promote the unique identity of each child and family 
and refrain from stereotyping on the basis of gender, race, ethnicity, culture, 
religion, or disability;  

(ii) They will follow program confidentiality policies concerning information 
about children, families, and other staff members;  

(iii) No child will be left alone or unsupervised while under their care; and  

(iv) They will use positive methods of child guidance and will not engage in 
corporal punishment, emotional or physical abuse, or humiliation. In addition, 
they will not employ methods of discipline that involve isolation, the use of food 
as punishment or reward, or the denial of basic needs.  

(2) Grantee and delegate agencies must ensure that all employees engaged in the award 
and administration of contracts or other financial awards sign statements that they will 
not solicit or accept personal gratuities, favors, or anything of significant monetary value 
from contractors or potential contractors.  
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(3) Personnel policies and procedures must include provision for appropriate penalties 
for violating the standards of conduct.  

 (j) Staff performance appraisals. Grantee and delegate agencies must, at a minimum, perform 
annual performance reviews of each Early Head Start and Head Start staff member and use the 
results of these reviews to identify staff training and professional development needs, modify 
staff performance agreements, as necessary, and assist each staff member in improving his or 
her skills and professional competencies.  

(k) Staff and volunteer health.  

(1) Grantee and delegate agencies must assure that each staff member has an initial 
health examination (that includes screening for tuberculosis) and a periodic re-
examination (as recommended by their health care provider or as mandated by State, 
Tribal, or local laws) so as to assure that they do not, because of communicable 
diseases, pose a significant risk to the health or safety of others in the Early Head Start 
or Head Start program that cannot be eliminated or reduced by reasonable 
accommodation. This requirement must be implemented consistent with the 
requirements of the Americans with Disabilities Act and section 504 of the 
Rehabilitation Act.  

(2) Regular volunteers must be screened for tuberculosis in accordance with State, 
Tribal or local laws. In the absence of State, Tribal or local law, the Health Services 
Advisory Committee must be consulted regarding the need for such screenings (see 45 
CFR 1304.3(20) for a definition of volunteer).  

(3) Grantee and delegate agencies must make mental health and wellness information 
available to staff with concerns that may affect their job performance.  

(l) Training and development.  

(1) Grantee and delegate agencies must provide an orientation to all new staff, 
consultants, and volunteers that includes, at a minimum, the goals and underlying 
philosophy of Early Head Start and/or Head Start and the ways in which they are 
implemented by the program.  

(2) Grantee and delegate agencies must establish and implement a structured approach 
to staff training and development, attaching academic credit whenever possible. This 
system should be designed to help build relationships among staff and to assist staff in 
acquiring or increasing the knowledge and skills needed to fulfill their job 
responsibilities, in accordance with the requirements of 45 CFR 1306.23.  

(3) At a minimum, this system must include ongoing opportunities for staff to acquire 
the knowledge and skills necessary to implement the content of the Head Start Program 
Performance Standards. This program must also include:  
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(i) Methods for identifying and reporting child abuse and neglect that comply 
with applicable State and local laws using, so far as possible, a helpful rather 
than a punitive attitude toward abusing or neglecting parents and other 
caretakers; and  

(ii) Methods for planning for successful child and family transitions to and from 
the Early Head Start or Head Start program.  

(4) Grantee and delegate agencies must provide training or orientation to Early Head 
Start and Head Start governing body members. Agencies must also provide orientation 
and ongoing training to Early Head Start and Head Start Policy Council and Policy 
Committee members to enable them to carry out their program governance 
responsibilities effectively.  

(5) In addition, grantee and delegate agencies offering the family child care program 
option must make available to family child care providers training on:  

(i) Infant, toddler, and preschool age child development;  

(ii) Implementation of curriculum (see Sec. 1304.3(a)(5) for the definition of 
curriculum);  

(iii) Skill development for working with children with disabilities;  

(iv) Effective communication with infants, toddlers, and preschoolers and with 
their families;  

(v) Safety, sanitation, hygiene, health practices and certification in, at minimum, 
infant and child cardiopulmonary resuscitation (CPR);  

(vi)  Identifying and reporting suspected child abuse or neglect;  

(vii) United States Department of Agriculture's Child and Adult Care Food 
Program; and 

(viii) Other areas necessary to increase the knowledge and skills of the family 
child care providers. 
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FACILITIES, MATERIALS, and EQUIPMENT 

Head Start Program Performance Standards 

45 CFR 1304.53  

(a) Head Start physical environment and facilities. 

(1) Grantee and delegate agencies must provide a physical environment and facilities 
conducive to learning and reflective of the different stages of development of each 
child. 

(2) Grantee and delegate agencies must provide appropriate space for the conduct of all 
program activities (see 45 CFR 1308.4 for specific access requirements for children with 
disabilities). 

(3) The center space provided by grantee and delegate agencies must be organized into 
functional areas that can be recognized by the children and that allow for individual 
activities and social interactions. 

(4) The indoor and outdoor space in Early Head Start or Head Start centers in use by 
mobile infants and toddlers must be separated from general walkways and from areas 
in use by preschoolers. 

(5) Centers must have at least 35 square feet of usable indoor space per child available 
for the care and use of children (i.e., exclusive of bathrooms, halls, kitchen, staff rooms, 
and storage places) and at least 75 square feet of usable outdoor play space per child. 

(6) Facilities owned or operated by Early Head Start and Head Start grantee or delegate 
agencies must meet the licensing requirements of 45 CFR 1306.30. 

(7) Grantee and delegate agencies must provide for the maintenance, repair, safety, and 
security of all Early Head Start and Head Start facilities, materials and equipment. 

(8) Grantee and delegate agencies must provide a center-based environment free of 
toxins, such as cigarette smoke, lead, pesticides, herbicides, and other air pollutants as 
well as soil and water contaminants. Agencies must ensure that no child is present 
during the spraying of pesticides or herbicides. Children must not return to the affected 
area until it is safe to do so. 

(9) Outdoor play areas at center-based programs must be arranged so as to prevent any 
child from leaving the premises and getting into unsafe and unsupervised areas. Enroute 
to play areas, children must not be exposed to vehicular traffic without supervision. 
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(10) Grantee and delegate agencies must conduct a safety inspection, at least annually, 
to ensure that each facility's space, light, ventilation, heat, and other physical 
arrangements are consistent with the health, safety and developmental needs of 
children. At a minimum, agencies must ensure that: 

(i) In climates where such systems are necessary, there is a safe and effective 
heating and cooling system that is insulated to protect children and staff from 
potential burns; 

(ii) No highly flammable furnishings, decorations, or materials that emit highly 
toxic fumes when burned are used; 

(iii) Flammable and other dangerous materials and potential poisons are stored 
in locked cabinets or storage facilities separate from stored medications and 
food and are accessible only to authorized persons. All medications, including 
those required for staff and volunteers, are labeled, stored under lock and key, 
refrigerated if necessary, and kept out of the reach of children; 

(iv) Rooms are well lit and provide emergency lighting in the case of power 
failure; 

(v) Approved, working fire extinguishers are readily available; 

(vi) An appropriate number of smoke detectors are installed and tested 
regularly; 

(vii) Exits are clearly visible and evacuation routes are clearly marked and posted 
so that the path to safety outside is unmistakable (see 45 CFR 1304.22 for 
additional emergency procedures); 

(viii) Indoor and outdoor premises are cleaned daily and kept free of undesirable 
and hazardous materials and conditions; 

(ix) Paint coatings on both interior and exterior premises used for the care of 
children do not contain hazardous quantities of lead; 

(x) The selection, layout, and maintenance of playground equipment and 
surfaces minimize the possibility of injury to children; 

(xi) Electrical outlets accessible to children prevent shock through the use of 
child-resistant covers, the installation of child-protection outlets, or the use of 
safety plugs; 

(xii) Windows and glass doors are constructed, adapted, or adjusted to prevent 
injury to children; 
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(xiii) Only sources of water approved by the local or State health authority are 
used; 

(xiv) Toilets and hand washing facilities are adequate, clean, in good repair, and 
easily reached by children. Toileting and diapering areas must be separated from 
areas used for cooking, eating, or children's activities; 

(xv) Toilet training equipment is provided for children being toilet trained; 

(xvi) All sewage and liquid waste is disposed of through a locally approved sewer 
system, and garbage and trash are stored in a safe and sanitary manner; and 

(xvii) Adequate provisions are made for children with disabilities to ensure their 
safety, comfort, and participation. 

 (b) Head Start equipment, toys, materials, and furniture. 

(1) Grantee and delegate agencies must provide and arrange sufficient equipment, toys, 
materials, and furniture to meet the needs and facilitate the participation of children 
and adults. Equipment, toys, materials, and furniture owned or operated by the grantee 
or delegate agency must be: 

(i) Supportive of the specific educational objectives of the local program; 

(ii) Supportive of the cultural and ethnic backgrounds of the children; 

(iii) Age-appropriate, safe, and supportive of the abilities and developmental 
level of each child served, with adaptations, if necessary, for children with 
disabilities; 

(iv) Accessible, attractive, and inviting to children; 

(v) Designed to provide a variety of learning experiences and to encourage each 
child to experiment and explore; 

(vi) Safe, durable, and kept in good condition; and 

(vii) Stored in a safe and orderly fashion when not in use. 

(2) Infant and toddler toys must be made of non-toxic materials and must be sanitized 
regularly. 

(3) To reduce the risk of Sudden Infant Death Syndrome (SIDS), all sleeping 
arrangements for infants must use firm mattresses and avoid soft bedding materials 
such as comforters, pillows, fluffy blankets or stuffed toys. 
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Head Start Program Performance Standards 

45 CFR 1306.30 

(c) The facilities used by Early Head Start and Head Start grantee and delegate agencies 
for regularly scheduled center based and combination program option classroom 
activities or home based group socialization activities must comply with State and local 
requirements concerning licensing. In cases where these licensing standards are less 
comprehensive or less stringent than the Head Start regulations, or where no State or 
local licensing standards are applicable, grantee and delegate agencies are required to 
assure that their facilities are in compliance with the Head Start Program Performance 
Standards related to health and safety as found in 45 CFR 1304.53(a), Physical 
environment and facilities. 
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ELIGIBILITY, RECRUITMENT, SELECTION, ENROLLMENT AND ATTENDANCE 
(ERSEA) 

Head Start Program Performance Standards  

45 CFR 1305 

45 CFR Part 1305 provides the requirements for determining community needs and recruitment 
areas. Head Start program directors and management can use these requirements to establish 
policies and procedures for their recruitment and selection criteria. Part 1305 contains 
requirements and procedures for the eligibility determination, recruitment, selection, 
enrollment and attendance of children in Head Start programs and explains the policy 
concerning the charging of fees by Head Start programs.   

1305.1 Purpose and scope. 

This part prescribes requirements for determining community needs and recruitment areas. It 
contains requirements and procedures for the eligibility determination, recruitment, selection, 
enrollment and attendance of children in Head Start programs and explains the policy 
concerning the charging of fees by Head Start programs. These requirements are to be used in 
conjunction with the Head Start Program Performance Standards at 45 CFR Part 1304, as 
applicable. 

1305.2 Definitions. 

(a) Children with disabilities means children with mental retardation, hearing impairments 
including deafness, speech or language impairments, visual impairments including blindness, 
serious emotional disturbance, orthopedic impairments, autism, traumatic brain injury, other 
health impairments or specific learning disabilities who, by reason thereof need special 
education and related services. The term “children with disabilities” for children aged 3 to 5, 
inclusive, may, at a State’s discretion, include children experiencing developmental delays, as 
defined by the State and as measured by appropriate diagnostic instruments and procedures, in 
one or more of the following areas: physical development, cognitive development, 
communication development, social or emotional development, or adaptive development; and 
who, by reason thereof, need special education and related services. 

(b) Enrollment means the official acceptance of a family by a Head Start program and the 
completion of all procedures necessary for a child and family to begin receiving services. 

(c) Enrollment opportunities mean vacancies that exist at the beginning of the enrollment year, 
or during the year because of children who leave the program, that must be filled for a program 
to achieve and maintain its funded enrollment. 

(d) Enrollment year means the period of time, not to exceed twelve months, during which a 
Head Start program provides center or home-based services to a group of children and their 
families. 
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(e) Family means all persons living in the same household who are: 

(1) Supported by the income of the parent(s) or guardian(s) of the child enrolling or 
participating in the program, and  

(2) related to the parent(s) or guardian(s) by blood, marriage, or adoption. 

(f) Funded enrollment means the number of children which the Head Start grantee is to serve, 
as indicated on the grant award. 

(g) Head Start eligible means a child that meets the requirements for age and family income as 
established in this regulation or, if applicable, as established by grantees that meet the 
requirements of section 645(a) (2) of the Head Start Act. Up to ten percent of the children 
enrolled may be from families that exceed the low-income guidelines. Indian Tribes meeting 
the conditions specified in 45 CFR 1305.4(b)(3) are excepted from this limitation. 

(h) Head Start program means a Head Start grantee or its delegate agency(ies). 

(i) Income means gross cash income and includes earned income, military income (including pay 
and allowances), veterans benefits, Social Security benefits, unemployment compensation, and 
public assistance benefits. Additional examples of gross cash income are listed in the definition 
of “income,” which appears in U.S. Bureau of the Census, Current Population Reports, Series P-
60-185, see Appendix A for definitions. 

(j) Income guidelines means the official poverty line specified in section 652 of the Head Start 
Act. 

(k) Indian Tribe means any tribe, band, nation, pueblo, or other organized group or community 
of Indians, including any Native village described in section 3(c) of the Alaska Native Claims 
Settlement Act (45 U.S.C. 1602(c)) or established pursuant to such Act (43 U.S.C. 1601 et seq.), 
that is recognized as eligible for special programs and services provided by the United States to 
Indians because of their status as Indians. 

(l) Low-income family means a family whose total annual income before taxes is equal to, or 
less than, the income guidelines. For the purpose of eligibility, a child from a family that is 
receiving public assistance or a child in foster care is eligible even if the family income exceeds 
the income guidelines. 

(m) Migrant family means, for purposes of Head Start eligibility, a family with children under 
the age of compulsory school attendance who changed their residence by moving from one 
geographic location to another, either intrastate or interstate, within the preceding two years 
for the purpose of engaging in agricultural work that involves the production and harvesting of 
tree and field crops and whose family income comes primarily from this activity. 

(n) Recruitment means the systematic ways in which a Head Start program identifies families 
whose children are eligible for Head Start services, informs them of the services available, and 
encourages them to apply for enrollment in the program. 
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(o) Recruitment area means that geographic locality within which a Head Start program seeks 
to enroll Head Start children and families. The recruitment area can be the same as the service 
area or it can be a smaller area or areas within the service area. 

(p) Responsible HHS official means the official of the U.S. Department of Health and Human 
Services having authority to make Head Start grant awards, or his or her designee. 

(q) Selection means the systematic process used to review all applications for Head Start 
services and to identify those children and families that are to be enrolled in the program. 

(r) Service area means the geographic area identified in an approved grant application within 
which a grantee may provide Head Start services. 

(s) Vacancy means an unfilled enrollment opportunity for a child and family in the Head Start 
program. 

1305.3 Determining community strengths and needs. 

(a) Each Early Head Start and Head Start grantee must identify its proposed service area in its 
Head Start grant application and define it by county or sub-county area, such as a municipality, 
town or census tract or a federally recognized Indian reservation. With regard to Indian Tribes, 
the service area may include areas designated as near-reservation by the Bureau of Indian 
Affairs (BIA) or, in the absence of such a designation, a Tribe may propose to define its service 
area to include nearby areas where Indian children and families native to the reservation 
reside, provided that the service area is approved by the Tribe’s governing council. Where the 
service area of a Tribe includes a non-reservation area, and that area is also served by another 
Head Start grantee, the Tribe will be authorized to serve children from families native to the 
reservation residing in the non-reservation area as well as children from families residing on the 
reservation.  

(b) The grantee’s service area must be approved, in writing, by the responsible HHS official in 
order to assure that the service area is of reasonable size and, except in situations where a 
near-reservation designation or other expanded service area has been approved for a Tribe, 
does not overlap with that of other Head Start grantees. 

 (c) Each Early Head Start and Head Start grantee agency must conduct a Community  

Assessment within its service area once every three years. The Community Assessment must 
include the collection and analysis of the following information about the grantee’s Early Head 
Start or Head Start area: 

(1) The demographic make-up of Head Start eligible children and families, including their 
estimated number, geographic location, and racial and ethnic composition; 

(2) Other child development and child care programs that are serving Head Start eligible 
children, including publicly funded State and local preschool programs, and the approximate 
number of Head Start eligible children served by each; 
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(3) The estimated number of children with disabilities four years old or younger, including types 
of disabilities and relevant services and resources provided to these children by community 
agencies; 

(4) Data regarding the education, health, nutrition and social service needs of Head Start 
eligible children and their families; 

(5) The education, health, nutrition and social service needs of Head Start eligible children and 
their families as defined by families of Head Start eligible children and by institutions in the 
community that serve young children; 

(6) Resources in the community that could be used to address the needs of Head Start eligible 
children and their families, including assessments of their availability and accessibility. 

(d) The Early Head Start and Head Start grantee and delegate agency must use information 
from the Community Assessment to: 

(1) Help determine the grantee’s philosophy, and its long-range and short-range program 
objectives; 

(2) Determine the type of component services that are most needed and the program option or 
options that will be implemented; 

(3) Determine the recruitment area that will be served by the grantee, if limitations in the 
amount of resources make it impossible to serve the entire service area. 

(4) If there are delegate agencies, determine the recruitment area that will be served by the 
grantee and the recruitment area that will be served by each delegate agency. 

(5) Determine appropriate locations for centers and the areas to be served by home-based 
programs; and 

(6) Set criteria that define the types of children and families who will be given priority for 
recruitment and selection. 

(e) In each of the two years following completion of the Community Assessment the grantee 
agency must conduct a review to determine whether there have been significant changes in the 
information described in paragraph (b) of this section. If so, the Community Assessment must 
be updated and the decisions described in paragraph (c) of this section must be reconsidered. 

(f) The recruitment area must include the entire service area, unless the resources available to 
the Head Start grantee are inadequate to serve the entire service area. 

(g) In determining the recruitment area when it does not include the entire service area, the 
grantee must: 

(1) Select an area or areas that are among those having the greatest need for Early Head Start 
or Head Start services as determined by the Community Assessment; and 
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(2) Include as many Head Start eligible children as possible within the recruitment area, so that: 

(i) The greatest number of Head Start eligible children can be recruited and have an opportunity 
to be considered for selection and enrollment in the Head Start program, and 

(ii), the Head Start program can enroll the children and families with the greatest need for its 
services. 

1305.4 Age of children and family income eligibility. 

(a) To be eligible for Head Start services, a child must be at least three years old by the date 
used to determine eligibility for public school in the community in which the Head Start 
program is located, except in cases where the Head Start program’s approved grant provides 
specific authority to serve younger children. Examples of such exceptions are programs serving 
children of migrant families and Early Head Start programs. 

(b)(1) At least 90 percent of the children who are enrolled in each Head Start program must be 
from low-income families.  

(2) Except as provided in paragraph (b)(3) of this section, up to ten percent of the children who 
are enrolled may be children from families that exceed the low-income guidelines but who 
meet the criteria that the program has established for selecting such children and who would 
benefit from Head Start services. 

 (3) A Head Start program operated by an Indian Tribe may enroll more than ten percent of its 
children from families whose incomes exceed the low-income guidelines when the following 
conditions are met: 

(i) All children from Indian and non-Indian families living on the reservation that meet the low-
income guidelines who wish to be enrolled in Head Start are served by the program; 

(ii) All children from income-eligible Indian families native to the reservation living in non-
reservation areas, approved as part of the Tribe’s service area, who wish to be enrolled in Head 
Start are served by the program. In those instances in which the non-reservation area is not 
served by another Head Start program, the Tribe must serve all of the income-eligible Indian 
and non-Indian children whose families wish to enroll them in Head Start prior to serving over-
income children. 

(iii) The Tribe has the resources within its Head Start grant or from other non-Federal sources to 
enroll children from families whose incomes exceed the low-income guidelines without using 
additional funds from HHS intended to expand Head Start services; and 

(iv) At least 51 percent of the children to be served by the program are from families that meet 
the income-eligibility guidelines. 

(4) Programs which meet the conditions of paragraph (b)(3) of this section must annually set 
criteria that are approved by the Policy Council and the Tribal Council for selecting over-income 
children who would benefit from such a program. 
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(c) The family income must be verified by the Head Start program before determining that a 
child is eligible to participate in the program. 

(d) Verification must include examination of any of the following: Individual Income Tax Form 
1040, W-2 forms, pay stubs, pay envelopes, written statements from employers, or 
documentation showing current status as recipients of public assistance. 

(e) A signed statement by an employee of the Head Start program, identifying which of these 
documents was examined and stating that the child is eligible to participate in the program, 
must be maintained to indicate that income verification has been made. 

1305.5 Recruitment of children. 

(a) In order to reach those most in need of Head Start services, each Head Start grantee and 
delegate agency must develop and implement a recruitment process that is designed to actively 
inform all families with Head Start eligible children within the recruitment area of the 
availability of services and encourage them to apply for admission to the program. This process 
may include canvassing the local community, use of news releases and advertising, and use of 
family referrals and referrals from other public and private agencies. 

 (b) During the recruitment process that occurs prior to the beginning of the enrollment year, a 
Head Start program must solicit applications from as many Head Start eligible families within 
the recruitment area as possible. If necessary, the program must assist families in filling out the 
application form in order to assure that all information needed for selection is completed. 

(c) Each program, except migrant programs, must obtain a number of applications during the 
recruitment process that occurs prior to the beginning of the enrollment year that is greater 
than the enrollment opportunities that are anticipated to be available over the course of the 
next enrollment year in order to select those with the greatest need for Head Start services. 

1305.6 Selection process. 

(a) Each Head Start program must have a formal process for establishing selection criteria and 
for selecting children and families that considers all eligible applicants for Head Start services. 
The selection criteria must be based on those contained in paragraphs (b) and (c) of this 
section. 

(b) In selecting the children and families to be served, the Head Start program must consider 
the income of eligible families, the age of the child, the availability of kindergarten or first grade 
to the child, and the extent to which a child or family meets the criteria that each program is 
required to establish in Sec. 1305.3(c)(6). Migrant programs must also give priority to children 
from families whose pursuit of agricultural work required them to relocate most frequently 
within the previous two-year period. 

(c) At least 10 percent of the total number of enrollment opportunities in each grantee and 
each delegate agency during an enrollment year must be made available to children with 
disabilities who meet the definition for children with disabilities in Sec. 1305.2(a). An exception 
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to this requirement will be granted only if the responsible HHS official determines, based on 
such supporting evidence as he or she may require, that the grantee made a reasonable effort 
to comply with this requirement but was unable to do so because there was an insufficient 
number of children with disabilities in the recruitment area who wished to attend the program 
and for whom the program was an appropriate placement based on their Individual Education 
Plans (IEP) or Individualized Family Service Plans (IFSP), with services provided directly by Head 
Start or Early Head Start or in conjunction with other providers. 

(d) Each Head Start program must develop at the beginning of each enrollment year and 
maintain during the year a waiting list that ranks children according to the program’s selection 
criteria to assure that eligible children enter the program as vacancies occur. 

1305.7 Enrollment and re-enrollment. 

(a) Each child enrolled in a Head Start program, except those enrolled in a migrant program, 
must be allowed to remain in Head Start until kindergarten or first grade is available for the 
child in the child’s community, except that the Head Start program may choose not to enroll a 
child when there are compelling reasons for the child not to remain in Head Start, such as when 
there is a change in the child’s family income and there is a child with a greater need for Head 
Start services. 

(b) A Head Start grantee must maintain its funded enrollment level. When a program 
determines that a vacancy exists, no more than 30 calendar days may elapse before the 
vacancy is filled. A program may elect not to fill a vacancy when 60 calendar days or less remain 
in the program’s enrollment year. 

(c) If a child has been found income eligible and is participating in a Head Start program, he or 
she remains income eligible through that enrollment year and the immediately succeeding 
enrollment year. Children who are enrolled in a program receiving funds under the authority of 
section 645A of the Head Start Act (programs for families with infants and toddlers, or Early 
Head Start) remain income eligible while they are participating in the program. When a child 
moves from a program serving infants and toddlers to a Head Start program serving children 
age three and older, the family income must be reverified. If one agency operates both an Early 
Head Start and a Head Start program, and the parents wish to enroll their child who has been 
enrolled in the agency’s Early Head Start program, the agency must ensure, whenever possible, 
that the child receives Head Start services until enrolled in school. 

1305.8 Attendance. 

(a) When the monthly average daily attendance rate in a center-based program falls below 85 
percent, a Head Start program must analyze the causes of absenteeism. The analysis must 
include a study of the pattern of absences for each child, including the reasons for absences as 
well as the number of absences that occur on consecutive days. 

(b) If the absences are a result of illness or if they are well documented absences for other 
reasons, no special action is required. If, however, the absences result from other factors, 
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including temporary family problems that affect a child’s regular attendance, the program must 
initiate appropriate family support procedures for all children with four or more consecutive 
unexcused absences. These procedures must include home visits or other direct contact with 
the child’s parents. Contacts with the family must emphasize the benefits of regular 
attendance, while at the same time remaining sensitive to any special family circumstances 
influencing attendance patterns. All contacts with the child’s family as well as special family 
support service activities provided by program staff must be documented. 

 (c)In circumstances where chronic absenteeism persists and it does not seem feasible to 
include the child in either the same or a different program option, the child’s slot must be 
considered an enrollment vacancy. 

1305.9 Policy on fees. 

A Head Start program must not prescribe any fee schedule or otherwise provide for the 
charging of any fees for participation in the program. If the family of a child determined to be 
eligible for participation by a Head Start program volunteers to pay part or all of the costs of the 
child’s participation, the Head Start program may accept the voluntary payments.  
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Fiscal Management  

Head Start Program Performance Standards  

45 CFR 1301.32  
 

(a) General provisions.  

1. Allowable costs for developing and administering a Head Start program may not 
exceed 15 percent of the total approved costs of the program, unless the 
responsible HHS official grants a waiver approving a higher percentage for a 
specific period of time not to exceed twelve months.  

2. The limit of 15 percent for development and administrative costs is a maximum. 
In cases where the costs for development and administration are at or below 15 
percent, but are judged by the responsible HHS official to be excessive, the 
grantee must eliminate excessive development and administrative costs.  

(b) Development and administrative costs.  

1. Costs classified as development and administrative costs are those costs related 
to the overall management of the program. These costs can be in both the 
personnel and non-personnel categories.  

2. Grantees must charge the costs of organization-wide management functions as 
development and administrative costs. These functions include planning, 
coordination and direction; budgeting, accounting, and auditing; and 
management of purchasing, property, payroll and personnel.  

3. Development and administrative costs include, but are not limited to, the 
salaries of the executive director, personnel officer, fiscal officer/bookkeeper, 
purchasing officer, payroll/insurance/property clerk, janitor for administrative 
office space, and costs associated with volunteers carrying out administrative 
functions.  

4. Other development and administrative costs include expenses related to 
administrative staff functions such as the costs allocated to fringe benefits, 
travel, per diem, transportation and training.  

5. Development and administrative costs include expenses related to bookkeeping 
and payroll services, audits, and bonding; and, to the extent they support 
development and administrative functions and activities, the costs of insurance, 
supplies, copy machines, postage, and utilities, and occupying, operating and 
maintaining space.  

(c) Program costs. Program costs include, but are not limited to:  
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1. Personnel and non-personnel costs directly related to the provision of program 
component services and component training and transportation for staff, 
parents and volunteers;  

2. Costs of functions directly associated with the delivery of program component 
services through the direction, coordination or implementation of a specific 
component;  

3. Costs of the salaries of program component coordinators and component staff, 
janitorial and transportation staff involved in program component efforts, and 
the costs associated with parent involvement and component volunteer services; 
and  

4. Expenses related to program staff functions, such as the allocable costs of fringe 
benefits, travel, per diem and transportation, training, food, center/classroom 
supplies and equipment, parent activities funds, insurance, and the occupation, 
operation and maintenance of program component space, including utilities.  

(d) Dual benefit costs.  

1. Some costs benefit both the program components as well as development and 
administrative functions within the Head Start program. In such cases, grantees 
must identify and allocate appropriately the portion of the costs that are for 
development and administration.  

2. Dual benefit costs include, but are not limited to, salaries, benefits and other 
costs (such as travel, per diem, and training costs) of staff who perform both 
program and development and administrative functions. Grantees must 
determine and allocate appropriately the part of these costs dedicated to 
development and administration.  

3. Space costs, and costs related to space, such as utilities, are frequently dual 
benefit costs. The grantee must determine and allocate appropriately the 
amount or percentage of space dedicated to development and administration.  

(e) Relationship between development and administrative costs and indirect costs.  

1. Grantees must categorize costs in a Head Start program as development and 
administrative or program costs. These categorizations are separate from the 
decision to charge such costs directly or indirectly.  

2. Grantees must charge all costs, whether program or development and 
administrative, either directly to the project or as part of an indirect cost pool.  

(f) Requirements for compliance.  
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1. Head Start grantees must calculate the percentage of their total approved costs 
allocated to development and administration as a part of their budget 
submission for initial funding, refunding or for a request for supplemental 
assistance in connection with a Head Start program. These costs may be a part of 
the direct or the indirect cost pool.  

2. The Head Start grant applicant shall delineate all development and 
administrative costs in its application.  

3. Indirect costs which are categorized as program costs must be fully explained in 
the application.  

 

Additional Sources: 
45 CFR 74.21 -- Standards for financial management systems  
45 CFR 92.20 -- Standards for financial management systems 

This product was prepared under Grant #90HC0006 for the U.S. Department of Health and Human Services, Administration 

for Children and Families, Office of Head Start, by the National Center on Program Management and Fiscal Operations. 
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